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DEPARTMENT OF STATE 
Division of Biographie Information 


The Vivision of Biographic Informtion (BI) 


i. What is it? 

2. What is its purpose? 

4. here does it get its information? 

h. How dees it handle the information it obtains? 


5. tho benefits from its operations? 


Lo VHAT IS IT? 


“One of three divisions in the Office of Intelligence Resources and 
Coordination (IRC). 


Jt maintains the Devartment of State's central bicgraphic file. 


“It specializes in collecting, evaluating, and disseminating bic~ 
graphic information on prominent people in ore countries through- 
out the world, 


~BI is divided into branches covering geographic areas, with amlyats 
assigned to identify and keep records on the leading personalities in 
each country. : 


~It is a "Ttho's tho® Plus operation. It: frequently knows more about a 
person than what is ordinarily found in "tho's tho" publications; and 
it knows somethin; about many people who never rate a published "tho's 
Yho" listing. 


»BI maintains systematie files on something like a million people, and 
the files are naturally growing every day. 


BUT BI IS ONLY Ot PART of the Government's entire Biographic Intelli~- 
gence set-ups 


“BI assumes renponsibility for personalities who fall essentially 
into the political, cultural, economic, and sociological fields. 


CIA assunbs responsibility for scientists ana technological per= 
gonalities. 


~The DePArTT: By OF P DEFENSE keeps similar biographic files on mids: 
tary personalities, 
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9, WHAP IS IPS PURECSE? 


@RI seeks to be prepared to provide, on short notice, comprehensive, 
current, and reliable information concerning the background, basic 
attitudes, and capabilities of foreign natlaxt.: who directly or in- 
directly influcree danestic and international policies of their 
ecuntries, and whose activities are of interest to the Department 
nod other Feder:2 agencies. 


BI does not interest itself in Americans. 
af{mong the foreigners in whom BI is particularly interested are: 


~The Sovereign or head of state, membors of his family, 
and leading executive assistants. 


Qabines members. The most importeut officials of minis- 
tries or departments (parbicularly those concerned with 
forei;n affairs, but also Justice, folice, Industry and 
Comesce, bt.) 


Governors in colonial territories, and their ranking 
subordinates « 


aChie: delevatea to important international or regional 
comesenees and representatives with international or- 
ganizetions concerned with political or security affairs, 


aocig., movements, labor movements, etes 


-lieabors of officer rank in the diplomtie and consular 
SOrvi ess 


-leaters in political parties. 


«Pres:.ding officers, heads of conmiitees, and other in- 
fluenxial members of legislative bodies. 


Govemors, mayors, and other prominent local officials. 


leading businessmen, educators, news papermeny writer's » 
artis :B. 


-Leaders in significant national ox international fraternal 
and saci organizations > 
Deh ee 
Vital stevistics and career data are viowsd as simply a starting 
point in the atudy of a foreign personalitye 


«A more complete and intimate knowledge of leaders is often an 
indispensaidle aid in understanding. eonditions in a country, and 
in anticipi:ting possible developments. 


Thus, the factors of personality and capacities are matters of 
mich concen. 
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(Purpose, continved) 3 


-BI seeks to know as much as possible about such things as: 
»h person's influence and reputation; 
»Fbether he is controlled by others3 
«\hether his influence is on the way up or down; 
lig views on significant issues: Coffe 
«Freedom of enterprise vs nationalization; 
«Chureh schools vs public schools 
~Cultural exchanges between the Free Vorld and Red areas 
«Economic intercourse between the two political spheres 
«Authoritarian vs liberal form: of goverrment, etc. 
eHis connections with significant movements and developments 
<Ilis executive, professional, or technical abilities 
«llig educational backzround 
ltis religious and cultural background 
«lis knowledge of lanzuages 
His family status 
-His extraeprofessional interests (hobbies, inclinations) 


«Hig vanities, enthusiasms, prejudices, weaknesses, 
susceptibilities 


lis appearance, manners, and mannerisms 
~In sum, BI's aim is to be ready at any tine to provide U.S. 
Government agencies and officials with the kind of information 
on foreign personalities which will facilitate intercourse with 
them, on an advantageous basiae 
3. .WHERE DOES IT Get ITS INFORMATION in order to achieve its purpose? 


-The U.S. Government was relatively slow in developing a coordinated 
biographic programs 


=-Other governnents have long had extensive biographic intelli- 
gence services.s 


=-Qurs was havhagard before 19)\2. 
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3. WHERE DOES IT GUT ITS INFORMATION (continued) h 


=BI was created in 19,6. 


#It took over the files of the Personal Intelligence Section 
of the Division of Economic Security Controls (State), those 
of the Office of Strategic Services, those of the Who's Who 

Branch of Ge2 (Army), and those accumulated by other private 
and goverrmental collectors during the war years. 


«Now the U.S. Government has an sitective instrument in the field 
of biographic intelligence. 


-Prineipal current sources of information: 
-Reporting by Foreign Service posts: 


“The formal "Biographic Data" report prepared in the 
field is the regular vehicle used by Foreign Service 
Officers to tell the Department what they know about 
significant personalities in their area of assignment, 


~Larges poste are staffed with full-time biographic 
officers who gather informtion from all local 
sources available to them, and who report to the 
Department o 


@BI has access to practically all other reports, on 
various subjects, sent in from Foreign Service estab- 
lishments throughout the world. 


~Analysts in BI screen all such material for frag-= 
ments of biographic interest. 


erhen it is realized that ovet 200 Foreign Service 
Officers were given lind: User reports by Bl for their 
work during fiscal year 1957, one gets some indica- 
tion of the degree of participation of the Foreign 
service in the Biographic Programe 


-Foreign Service personnes: returning to the Department are 
often debriefed. 3 


-Docunents originating with other Government agencies are also 
screened. 


Principal agencies involved are: 
=CIA . 
~The Defense Department. (Army, Air, and Naval Attachés) 
—SUSIA (Public Affairs Officers, Cultural attachés) 
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3. WHERE DOES IT GET ITS INroRMarion (continued) 5 


Other Sources: 


-The Press (foreign and domestic newspapers }3 
Hews Agencies (tickers) > STATSPEC 


aForeign broadcasts 


«Publications of numerous kinds: STATSPEC . 


-"Vho'g tho" directories 

~Co'Llactions of published biographies 

Government directories: 
~Diplomatic biogrephic registers 
“Diplomatic liste 
~Parliamentary directories 
~Civil service lists 


Directories put out by International Organi-~ 
zations, and bulletins 


~Business, professional directories (doctors ; 
gournalists, clergy, eZ) 


-Bulletins of various organizations (eog. labor, 
business, cultural, Lobby groups) 


-find Books. (e@sgo0 on political history, on labor 
movements ) 


je WHAT FAPPSES TO TH: INFORMATION gathered from such numerous and varied 
sources? 


Evaluation of reliability is obviously an extremely dinportant 
matters 


athe possibility of bias ami of distortion of fact always has to 


be kept in mind and taken into account when an item is selected 
for the biographic files. 


Pr ocessing docume nte 


Each document reaching BI is sereened by specialized analysts for items 
of biographic intelligence. 


«The fragment may be simply an identification of a person as occupy 
ing some pogition at a given time. 


«Or, it may be a detail regarding his education, family or political 
copnect ion, 
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yo WHAT HAPPENS TO TH: IPFORMATION (continued) 6 


-It may be a photograph. 


“Also, it my be quite a lengthy exposition of his views on some 
significant topic. 


-Brief fragments are typed on cards and filed in chronological order, 
approximating ag closely as possible the date of the evento 


-Longer items are filed in the person's biographic folder, likewise in 
chronological order. 


“As such fragments fall into the files over a period of time, like pieces 
of a mosaic, the picture of the man automatically grows clearer and 
clearer. 


Uses made of the files 


“As occasions arise, the analyst can supply rather quickly the kind of 
information needed in a given circumstance by a duly interested offi~ 
cial. 


~BI attempts to "tailor" its reports strictly to the needs of its cus-~ 
tomer. 


-The occasion may call simply for a brief unclassified sketch 
given over the phone to an officer who is to meet the foreigner 
at lunch. 


-Or, the need may require a full, and frequently highly classified, 
written report on the personalities of a new government, or on an 
international adventurer. 


-Driefing papers are often prepared for U.S. officials before their 
trips into foreign areas, on personalities they are likely to met. 


-Ho@. Vice President Jixon's trip to Africa 
Under Secretary Herter's trip to Malaya 


Similarly, biographies are prepared on foreign delegations to in- 
portant international. meetings, for use by members of the U.S. 
delegations » 


-Eoges The. UN General Assembly; 
North Atlantic Counce ebings; 
SEATO conferences 


Approved For Release 2000/09/01 : CIA-RDP81S00991R000100180001-3 


Approved For Release 2000/09/01 : CIA-RDP81S00991R000100180001-3 


ho WHAT HAPPENS TO THE TNFORMATION {continued ) 


~Forns employed in geports vary according to the purpose for which they 


are weittens 


“ha hee reports 


These are usually typed in a small number of copies, destined 
for a specific customer. 


»Reports of broader interest are put out in mimeographed form and 
yeceive a more or less wide distribution. 


«The Biographic Brief is such a document prepared within a few 
hours after a foreign personality assumes 4 highly significant 
position or posture. 


«liege a new prime minister 


-he Biovraphic Report is fuller treatment of either a single 
Biopraphic Nepors 
personality, or of a group of individuals in a single context. 


wiiofe A government, or a delegation 


Published reports issued in printed form, as opposed to mimeographed form 


aah Biographic Directory is a Listing by name and position of 
governmental and party organizations of Soviet bloc countries. 


Bete The dixectory, Soviet Political Leaders which listed 
over 8,000 names with position titles. 


aiiS Contributions 
vio VON bt 
«Sections 59 


-Blographie studies of the key personalities in poli- 
tical, economic, sociological, and cultural fields 


in a given country. 
«Key Personalities (KP's) 


~Biographic studies of the key personalities in all 
fields of endeavor ina given country. These aes 
biographies represent a cooperative effort and are 
prepared by Army, Navy, Air Force, CIA, and State, 
each agency contributing reports on persons in its 
area of responsibility. 


- Supplements Vi 


“Studies in depth of Commmism in any given country 
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-International Communism (1.08) 


«Studies of Communist front organisations ineluding 
biographies of the leaders of such orgarizations. 


S, WHO BENEFITS FROM BI%s operations? F 


-HI is essentially a service organization, with quite an extensive 
nlientels 


«it provides biographic information on some 3,000 individuals a 
month to many offices in the Department and in other Government 
agencies « 
=Some of the principal users of BI material are 
aGcontry political deske (and their principals) 2h 
“Research desks | 
-The Visa Office 
“Tse Historical Division — 
Tre Bureau of international Organizations 
«The Bureau of Economic Affairs 
Te International Education Exchange service (IEES) 
Foreign Service pests (including USUN) i 
«Other Agencies of the Government: 


) Participating with BI in the Govern= 
rent Is total biographic program 


GIA f 
«Defense Department j 
ofA (International Cooperation Administration) i 
«Treasury Depariment. 

-USIA (U.S. Information Agency) 


“OCB (Operations Coordinating Board) 


a 


-dpstice Department (BI) 
«Congress 


om BL receives requests for infor miion from pracbically every 
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CPO OF CENTRAL INTELLIGENCE DIRECTIVE: NO. ne i 

OGRAFHIC XNTELLIGENOE | 

io This Uireciixve is issued pursuant to the provisions of NSCID No. i, par E 

viewlarly payas, 6. 32. 15, and 16, and for the svecifie muepose of facilitating [ 
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wma, seelal, ard culiral blorvanplic information. E 


det, 
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ogvapaic jnformation and far biceranhic information E 


on bersons connecte:| wlth clandestine setivities. F 


es 


se Departmental inhelligenca comoonents shall tommrd to the resoonsible 


capiment or agency a. pertinen’s biosraphie information originating within 


He The allocetiicn of vesponsibllity within the foregoing categories is 


Se} 


sed unon the princiole of ensweing completes blographic coverage of tamortant 


b 
Glely respective denariments op agecelag. b 


wry riser a toned poet 3 - 
viduals and mintrinine umwayranted duplication of effort. Hexever. in 


2350301 Instances tiers 2 nevsonality in an unrelated eategory becomes of 


E 
& 
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BI PROCEDURES MANUAL Ontline 
Jenvary 27, 1961 


SUBJECT: BJ PROGRDURES MANUAL —- OUTLINE 


INSTR, NO, SUBJECT 
1-19 ADMINISTRATION AND ORGANIZATION 


BI Procedures Manual =-- Purpose and Scope 

RFB and BI Organizational Charts by Positions 

Standing Committee on Procedures 

Sumary of Duties and Authorities of BI Positions 

Individual Relief Folders 

Personnel Indoctrination and Orientation Check-off List 
- Personnel Administration 


WANE WN 


7.1 Job Descriptions and Work Assignments 
7.2 Efficiency Reports and Performance Ratings 
7.3 Time-Use Reporting 
7.4 Leave (Time and Attendance Records) 
8 Production and Programming Records 
9 Handling Incoming Materials 
10 Handling Outgoing Materials 
11 Security 
20-39 20 DATA: PROGESSING 
20 Delineation of Functional Responsibilities of BI 
21 Processing of Information ani Reports Received 
22 Traneliteretion Systems 
23 Alphabetization 
24 Description of Types of Files 
25 Standard Filing Procedures 
26 Arrangement of Individual Card Files 
27 Arrangement and Maintenance of Biographic Folders 
28 Standard Formats Used in Data Processing 
28.1 Information Cards and Pouches 
28.2 Position Cards 
26.3 Gross Index Cerds 
28.4 Crose Reference Cards 
28.5 Name Tabs 
40~59 PRODUCTION AND SIERVICES 
40 Types of Publications, (Production Procedures and Semple Format} 
40,1 BB , 
40,2 BD 
40.3 EM 
40.4 BR 
41 Writing eg packed 
41.1 Types of Biographies -- Samples and “xplanation 
41.2 Sources and Research (Intelligence Community Contacts) 
41,3 Chronologies and Drafts 
Ald Classification Considerations 
42 Preliminary and Final Editing 
43 INR Editorial Style (NIS Exceptions) 
4A Drafting and Clearing Telegrams, Airgrams, etc. 
45 Spot Intelligence (Name Ghecks, Phone Requests, otc.) 
60-69 MISCELLANEOUS 
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BI PR AL Instruction No, 1 
Jamary 27, 1961 


SUBJECT: BI PROCEDURES MANUAL -- PURPOSE AND SCOPE 


I. PURPOSE: The purpose of the BI Procedures Manuel introduced by this 
inatruction 18 to establish the most efficient procedures possible as 
standard procedures for all BI personnel, The aim is to increase operating 
efficiency and to stimulate interest in improving ell aspects of BI work, 
rather than to stifle or suppress thought or initiative. The lack of 
uniform BI procedures and a systematic method of establishing such 
procedures have resulted in extremely diverse and sometimes inefficient 
practices in individual branches ami sections of BI. The improvement and 
standardization of procedures throughout BI should prove advantageous to 
all concerned by: (1) greatly facilitating and improving the orientation 
and indoctrination néw employees receive when entering BI, and by providing 
any BI employee with a convenient reference from which he may refresh his 
memory at any time concerning the proper procedures for dealing with any 
particular problem or operation; (2) making it possible for an analyst to 
transfer from one branch to another or to handle the work of another 
poetion temporarily with a minimum of confusion and difficulty; ani (3) in 
“(3) Jdnoreasing the over-all operating efficiency in FI, thus minimizing the 
effects of personnel shortages or making increased production possible, 


II. SCOPE: The BI Procedures Manuel will deal with all activities of the 
Division of Blographie Information, though matters covered in any similar 
instructions by a higher authority will not be dealt with in this series 
unless a more detailed treatment is needed, Both substantive and 
administrative subjects of a permanent or semi-permanent nature will be 
dealt with as required, 


TIT, PROCEDURE: Each instruction in this series will be approved and issued 
by BI/OM,. The BI Procedures Committee has primary responsibility for drafting 
these instructions, and everyone in BI is expected to cooperate fully with 
the members of that committee in that work. During the drafting stage the 
views of branch chiefs will be solieited and the views of others will be 
weleomed, and constructive suggestions and recommendations will be 
appreciated at any time, Each BI employee will receive a copy of each 
instruction and is required to be familiar with its contents, Zach BI ‘unit 
will maintain ac ete file of current instructions in the BI Procedures 
Manual setter gees wit be issued as individual instructions are 
ompleted over a pefiod of months and will not be numerically consecutive, 
but will fit into an over-all outline, 


TV, COMPLIANCE: In drafting these instructions a consensus will be 

sought, but these instructions, once issued,.will apply equally to those 
agreeing and thosedisagreeing with their contents, All BI personnel ere .. 
expected to comply, with them, exeept as modifications may be approved at the 
division level on the basis of adequate written justification from the 
braneh chief concerned. Spot checks will be made periodically by 
representatives of BI/OC to observe results and to consider suggestions. 
Past practices and individuel preferences will not be accepted as adequate 
reaeons for noncompliance, and any auch noncomplianee will be taken into 
consideration as appropriate in evaluating individual performance. 


¥ PRA USIP Oe a tioi: ee twee eli haa bea, od the Bl Wecedave, Maven d 
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CONFIDENTIAL 
BI PROCEDURES MANUAL Instruction No. 5 
Jamuary 27, 1961 
SUBJECT: INDIVIDUAL RELIEF FOLDERS 


I. PURPOSE: The purpose of this instruction is to establish the 
requirement thet each BI employee prepare and maintain a folder containing 
essentisl informetion concerning his position for possible use by anyone 
who might relieve him in that position. Such relief folders will make it 
possible for the successor in the position to benefit from the experienee 
of his predecessor, whether the transfer of duties is unhurried and 
orderly or sudden and confused. Essential contimity can thus be maintained 
even if there is a gap of severel months during which the pesition may be 
vacant, During such en interim period the folder will be useful also to 
those who may be reguired to perform the duties of that position 
temporerily. 


II, SCOPE; The individual relief folder should contain any information 
that might be useful to a suecessor in the position-~initially as an 
orientation aid, and later as a convenient reference--to make it less 
Aifficult for him to perform the functions of thet position effectively 
and with » minimum of delay and confusion. It should contain the following 
minimum information: (1) a copy of the job description for the pesition, 
supplemented if necessary by a more realistic or understandable description 
of the work; (2) an out line of the files (if any) maintained exclusively 
by the inoumbent in this position; (3) a brief sketch of as much of the 
history of the position as is known, including names of individuals and 
dates of their tenure; (4) brief comments concerning speeial problems 
encountereé in this position, including tips and recommendations designed 
to enable the successor in the position to avoid making the same mistakes 
and having the seme difficulties encountered by the person being relieved; 
(5) a list by subject (field of interest) of contacts (together with 

phone mmbers) in the intelligence community with whom one deals most 
frequently in this position; and (6) any other information that might be 

of value to a person attempting to become familiar with the duties of 

the pasition. 


ITI, PROCEDURE: Fach BI employee should prepare without deley a relief 
folder as outlined above for his position and submit it to his branch 
chief for review and comments, Branch chiefs will make enggestions 
designed to increase the value of the folders, and if eny seem to have 
been particularly well prepared, they may wish to bring them to the 
attention of BI/0C. Brench chiefs will submit their own individuel 
felief folders to BI/0C for review and comments. The ineumbent in a 
position should always be alert for ways in which hie folder can be 
supplemented and improved. Folders should be reviewed and brought up to 
date at least every six months, and should be changed promptly to reflect 
any major changes in duties or repponsibilities that may be made. The 
individual relief folders might well be included in the loose leaf notebooks 
of BI employees containing the BI Procedures Manuals, 


IV. GLASSIFICATION: In most cases the individuesl relief folders will be 
classified Confidential due to the nature of their contents, 


CONFIDENTIAL 
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BI PROCEDURES MANUAL Instruetion No, 6 
January 28, 1961 


SUBJECT: ORIENTATION AND INDOCTRINATION OF NEW EMPLOYEES 


I, PURPOSE: The purpose of this instruction is to establish a standard 
and formal proceedure for the orientation and indoctrination of all new BI 
employees, This orientation and indoctrination is designed to provide the 
-new employee with orientation in the necessery general administrative and 
organizational details concerning BI and an initial familiarization with, 
and indoctrination in, biographic intelligence research and production 
procedures, It should also provide him with an understanding of his position 
in BI and the role each dividion of RFB plays in INR and the intelligence 
commnity. The more effective this program is, the sooner the new employee 
will begin to function at maximum effectiveness in hie new position. The 
cheek-off list is simply a mechanical means of insuring that all the steps 
necessary for this purpose have been completed. 


II,, SCOPE; Thetorientation of new BI employees is designed to supplement 
the orientation given to ell new INR employees by covering briefly the major 
aspects of BI's organization and operation. The oral indoctrination sessions 
will be relatively brief, as most of the detailed information required on BI 
in general and on the particular position of the new employee can best be 

- ebtained from the BI Procedures Manual and the individual relief folder for 
the position being filled by the new employee. Information on continuing 
treining programs will be contained in a separate instruction, 


III, PROCEDURE: Each new employee will be given the BI orientation 
check-off list when he first reports to BI/OC for duty, and with the 
guidance and assistance of his immediate supervisor or branch chief he 
should complete the steps listed in it within two weeks. The new empboyee 
will be briefed on the division level by EI/0C and referred to the BI 
Procedures Mammal for further details, and on the branch level by the branch 
chief and referred to the individual relief folder for further detaila 
concerning the new employee's specific duties. The new employee can find 
the answer to most of his questions in these two permanent orientation and 
indoctrination references, and he should become thoroughly femiliar with t 
the contents of both before requesting detailed explanations from hig 
immediate supervisor or branch chief. If the new employee is en analyst, 

he will be given the RFB Orientation Notebook (reading file), which contains 
additionel background information to help him underetand the funetions and 
working relationships of the various parts of INR, 
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aw BI PM No, 6 


Iv. -OFF LIST: Each new BI employee will complete the standard BI 
orientation and indoctrination process within two weeks after entering on 
duty. His immediate supervisoryor branch chief ghould initial the various 
items on the list as they are completed. After signing the sheet to 

certify that the points listed were covered to his satisfaction and that 

the specifidd reference materials were made available and explained to 

him, he should return the signed sheet to BI/OC, where it will become pert of 
BI fersonnel records, The various eteps should be completed in approximately 
the order listed below: 


Initials of 
Date Supervisor or 


Step of Procedure To Be Completed Completed Branch G 


Be introduced to the Division Chief, his deputy, 
and the BI/OC staff; 

Be introduced to the ehief of the branch to which 
assigned and to other personnel in thet branch; 

Be briefed by the Unit Security Officer, and become 
familiar with the Department Seoyrity Regulations; 

Be given for retention a copy of the BI Procedures 
Manual, with en explanation of its purpose and use; 

Be given #orxemkx a brief oral description of his 
duties, and of their relationship to the over-all 
operations of the branch, Division, Office (RFB), 
Bureau (INR), the Department, and the intelligence 
éommunitys 

Be given for retention a copy of the individual 
relief folder for the position, with an 
explanation of its purpose and use; 

Be introduced to the other branch chiefs, the 
personnel of their branches, and FSU personnel; 

If an analyst, be introduced to the Office Director 
and his staff, and check out the RFB Orientation 
Notebook (reading file); 

Complete and return to INR/EX the INR orientation 
check-off list; 

If in a supervisory position, be introduced to the 
Executive Director of INR; 

If an analyst, be introduced to counterparts in the 
regional offices of INR, the geographic bureaus, 
and other agencies (Departmental and intelligence 
community contacts with whom he will have frequent 
pontectely 

Be introduced to the Acquisition and Reader Services 
personnel and facilities in LR; and 

Sign this list and return it to BI/OC. 


| 


il 
TH 


OTD 


".. (Signature) 
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re: 1/7/64 
COMMENTS ON RFB QUARTERLY PROJECTIONS ITM : 


1, The figures for"Data Processing"dnpear to reflect an increasingly 

acute problem in BI. The only way in which BI can reduce the long-run 
adverse consequences of rather severe personnel cuts is to insure thet 

the time involved be absorbed by dropping or curteaihing current preduction 
projects, rather than by reducing time devoted to jJata processing.* “hen 
such outs are parmitted to cause wejor fluctuations in the amount of time 
devoted to data precessing, the end result is thet all future BI production 
euffers in direct proportion to the degreeethat thet is permitted, and almost 
all production will eontinue to suffer fam in quantity or quality for several 
years, until any essential da tima cut from data processing 1s made up in 
adfition to current data processing work. A low level of data processing 
almost certainly results in a deterioration of the condition of the filea 
and therefore the quality and effictency (hence the quantity) of production 
4n BI, Tt would seem highly desirable to set a minimum le¥el below which 
data processing would not be permitted to drop except under the most extrene 
circumstances, in which case any auch cut would be made up promptly. 


Although data processing ie the category of work that ia the badts for 
almost all BI production, it is the very category that bas suffered more than 
any other from the persormnel cuts in BI, The effects of the very Low level of 
deta processing miintained in BI in the 3rd nuarter of 1960, and to only a 
slightly lesser degree in the Ath quarter, obviously are being felt now. 

In the 4th quarter data processing increased 6.0 percent over the 3rd quarter, 
even though the *Totel Time-Use" in BI deeressed 7.0 percent during the same 
period. Projeetions for the lat quarter of 1961 anticipate a further increase 
in data processing to a level 2$xit 25.3 percent over the 3rd quarter 1960 
level, even though the estimated" Totel Hours fAvailable"during the ist quarter 
1961 wx is slightly less than "Total Time-Use" during the 3rd quarter 1960. 

It appears that the mininwm level at which data processing should be maintained 
in BI sheuld be in the vielnity off &,000 hours per quarter. On that basis 

at the end of the the 4th quarter 1960 BI had accumulated a deficit of 

3,149 houre over the last half of 1960, and if that were to be worked off 
during 1961 it would be neceasary to achedule data processing at the level 

of gbhout 8,800 per quarter during 1961. The following statieties anculd 
help/underatand the problem: 


Itor : t/60_2nd/60_3rd/60__ 4th 61 


Est.) 
Data Proc. (Houre) Aare Froc. (estinares) BLT, Voor £62194. 6632h057795 
Data Proc.: Change fw. prev, qtr. (Hre.) oem “Saloy sole 4 413 A163 
Data head ya fn. prev. qtr. (%) veo «fh Qh oe Pires 71.7.5 
Hears Reoqratmmed| &st) nae TH Rete, R 1e¥ opps. I6986 (4 il UFR ea, 72 vreet3 45 

BI Total T mimo sears . 22594 20582 17383. 16157 17360 


Totel TU minus Ly.: Change fm. prov.qtr. (drs) -1942 -3199-1226 «1203 
Total TU mime Lv,: Change fm. prev.qtr. (%) - 8.6 -15.5 -7.1 £7.4 
Data Proe./Total TU minus Leave ($) 41.9 35.8 41.0 £4.9 
Data Proe./Programmed TU (%) . 6l.5 89.9 66.0 sam 
Data Proc. (Est.)/Hours Programmed (%) 56.7 56.3 47, O***7] .0 


- It is also possible that data processing efficiency could be enm 
improved by revising and standardizing operating procedures in BI, 

e® 6 It may be worth noting that for the last three quarters of 1960 the average 
estimate for deta processing was almost exactly the samo as the average 
actual time used Por data processing, whereas the average estimate for 
“Hours Progranmed" was $x about 15 vercent higher than the actual 
*Progremned Time-Use.* 

“ue Thie figure would have been 52.4.percent if BI had not been overprogrammed. 
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APPENDIX VIT 


STANDARD INDIVIDUAL CARD FILE ARRANGEMENT 


The card file of each individual should be arranged according to 
a standard pattern to make possible the most efficient use of the 
information econteined in the file end to facilitate orderly filing. Cards 
in an individual card file should te arranged as follows from front to backs 


1, Name teb card (blue card with yellow tab), if any 


2, BF card (blue card), if any, referring to a Blographic Folder (dossier), or 


AF card (blue card), if any, referring to a single document in the 
Alphabetical File 
3, Information cards (white cards or pouches) chronologically from the 
‘Latest date (in front) to the earliest date (in back) 

4. Biography ecards (white cards or pouches), if any, containing complete 
biographies as of a given dste, with "Bio" jotted in at the left of 
the dates (which are enclosed in parentheses) 

5, Photographs (glossy prints), with top of heads to left 


.6, Blank buff index ecard indicating the end of an individual card file 


(only where the individual card file 1s preceded by a name tab) 


Because the standard individual éard file arrangement outlined 
above differs somewhat from previous practices, which did not place 
sufficient exphasis upon the importance of such an arrangesent, some 
additional explanation of each point is given below, 


1, The name tab card, which ghould always contain a complete name, should 
never be grouped with the other carde of an individual card file under a 
rubber band, since it should remain in the file tray to mark the place 
when the individual card file is removed for any purpose, and since it 
tends to become mutilated quickly when included under a rubber band, The 
new name tabs should be inserted as the first step in the filing operation, 
because they greatly facilitate the other steps in the filing operation, 
After the oards from the Old File end the Backlog File have been filed into 
the New File, a check should be made to see which additional name tabs 
should be prepared, because when the Old File is abolished escme large 
individual ecard files will be integrated into the New File and because as 
the Backlog File is filed into the New File complete names will be found 
for many persons for whom they were not previously available. 


2. The blue BF or AF card, if any, should always give the most complete 
name available on any of the cards in the individwel ecard file. 
Transliteration errors on the BF or AF cards should be eorrected as part 
of the filing process, since such a correction may involve moving that 
individual ecard file to another point in the file and sinee that card will 
always be the first card in the file (except for name tab cards). When 
this filing process is completed, there should be no AF cards in the files, 
sinee all documents are being removed from the AF File and incorporated 
into other files as part of this filing process. 
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3. Information cards are chronolosically arranged according to the date 
in the upper right-hand corner of the cards with the latest such date 
toward the front and the earliest toward the back of the file, Thus, if 
there is no BF or &F card, the first card in an individual card file will 
be the information card bearing the Latest such date, If the most complete 
nane available in the file is not ineluded on that card as it was prepared, 
it should be ingerted in a snall, neatly penciled notation (entries in ink 
or colored pencil should not be made), Only white cards should be used in 
preparing information cards, though a few cards of other colors have been 
used in the past. Aside from the obvious numerical order, the following 
rules should be observed in arranging cards ebroncol ogically: 


a, 4A card bearing « date conel.sting only of a yenr showld be 
chronologically arranged as though it fell before any other date in that year, 
and a date consisting only of a month and a year before any other date in 
that month, 


b If there is no date in the upper right-hand corner, a date agreeing 
as nearly as possible with the date of the event or information reported 
should be inserted there, 


e. If the date in the upper right-hand corner is not approximately the 
same as the date cf the information or event reported, a more accurate date 
should be inserte’ in its place. The same rule should be fellowed for the 
“date prepared" entries on the old "change of position” cards (yellow cards), 
sinee the “date prepared" entries ere in the upper right-hand corners, and 
since they frequently differ conéiderably from the date of the event, 


ad, If the date in the upper right-hand corner is not « single date but 
an inclusive date covering a certain period {for example, 3-12 Aug 1959, 
Aug-Sep 1959, 1950-51), 1% should be chronologically arranged according to 
the first part of the date only. 


4. Biography cards are those that contain biographic sketches rather than 
migecellaneous reports or bits of information, and they should be filed just 
in front of photographs and just behind the earliest information card. Thus, 
when a card or pouch conteining a complete biography 18 filed under a certain 
date, the date should be enclosed in parentheses, the notation *Bio™ jotted 
in at the left of the date, and the card or pouch filed as explained above. 
Just as prepared biographies are separated from the miscellaneous reports 
amd raw information in dossiers, it is logical thst when biographies occur 
on cards or in pouches in an individual card file that they should be 
separated in some way from the miscellaneous information cards, and the above 
procedure previdea for such a separation, . 


5. Photographs should be filed at the back of an individual eard file with 
the top of heads to the left. Among the reasons for this arrangement of 
photos within an individual card file are the following: 


a. Photos are now the first cards in an individual card file when there 
is no BF or AF card, and when this occurs the photos will soon be mutilated 
by the rubber band and frequent bending to see the information on the first 
reguler information ecard. 
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b, The information contained.on photos is soon out of date, so it is 
rarely of interest te anyone checking the file. 


e, Only relatively infrequently is it necessary to check the files for 
photos, and when it fs, they will be just ae accessible at the back of the 
file as they would be in front of the informetion cards. 


d, If the photos are placed in front of the information cards, they 
must be removed each time new cards are placed in the file to permit checking 
dates and inserting the information cards in chronological order before 
replacing the photos, There is a tendency either to neglect or to forget to 
do this, with the result that photos tend to become buried in the middle of 
the individual card files. 


e, If the first card in an individual card file,ie a photo, it As more 
diffieult to read the names when filing, since photos mist be placed on their 
sides in the card file, 


f, Photos are printed on glossy paper and frequently bear incomplete 
names, or names that are incorrectly transliterated, The front card of an 
individual card file must have the complete and correctly transliterated 
name inserted on it; however, making such insertions or corrections on 
glossy prints is not only difficult to do legibly, but also mara the | 
appearance of photos in case they are needed, When photos are arranged at 
the back of individual card files, only if they are not grouped behind 
information cards for the seme name should ink corrections or insertions 
be made in the name on the photos themselves. 


6 When the individual ecard file is preceded by a name tab, a blank buff 
index card is inserted after the last card to mark the end of that individual 
eard file, If no name tab is prepared to precede an individual eard file, 
the cards of the individual card file will be grouped and no index card will 
mark the end of that individual's cards. The buff index cards used for thie 
purpose should always be in the two right-hand positions, If used in the two 
left-hand positions the buff index cards would interfere with the reading of 
the name tabs, and by reversing the buff index cards in the two left-hand 
positions they can. be made into right-hand positions, The center position 
of the buff index carde will be used for year markers in the New File and aa 
alphabet tabs in the Retired File, 


7. Year markers should be used to divide individual card files which are 
more than two inches or so thick, Buff index cards (in the center position) 
bearing the date of a yeer (or yeers) should be inserted in front of the 
information cards of the year (or years) designated, 
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